After Logging into BEACON
and clicking the “Learning” Tab

1. Click on “Browse for Training”.

g% 0rrict oF STATE HuMaN Resources

»» View Our Leadership Programs

ll"ll//] Microsoft Office Training

offered by the Office of ITS

@

»» View Our Microsoft Courses
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2.Click on “Technical Training (job specific)”.

My Account | Log Out | Help

Home Learning Leadership Training
-

ng

Browse for Training < August 2014 > Suggested Tr:

» BEACON HR Payroll el e i) sy ] ([ [ Access 2013 Quick Reference Guide

> Business, Administration and Finance 27 28| 29 | 30 M 1 2 Equal Employment Opportunity Institute — Level | (DOA)
* Compliance & Regulatory 3 4 5 6 7 8 9 One Note 2013 Quick Reference Guide

* Healthcare 10 11 12 13 14 | 15 16 Performance Management for Supervisors (DOA)

> Human Resources 17 | 18 | 19 20 21 22 23 PM Cycle 26 Closeout (DOA)

> Management & Leadership 24 | 25 | 26 | 27 | 28 | 28 | 30

* Policies and Procedures # 1 2 3 4 5 6

* Professional Development Your Upcoming Sessions

Publj

Ho Sessions Scheduled
View all

Find exactly what you're laoking for using a more detailed Search.
» Goto Search
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3.Select the procurement course you are interested in attending.

My Account | LogQut | Help

Home Learning Leadership Training
o

Search For Training

Include the following trai

Online Class [ Quick Courss posting || Test [v] Matarial

[ | [ @, search ] » Search

For a complata coursa dascription click on the coursa titla.

Sort By: (O Title O Type O provider 0of10 v

Search Results

» 1099 - 1099 Processing Event, Provided by Office of State Controller, $0.00
This class is for users of the Nerth Carclina Accounting System (NCAS). Yeu must have a valid RACFID and NCAS Operater ID before registering for this class. Anyons registsred without this infermation vill be vithdrawmn from the class vith notice to the spproving supsrviser. 1099 process overview, sstablishing vender 1099
information, flagging invoices vith 1099 codes, correcting NCAS information prior to December 31st, making 1099 corrections after calendar year end, distributing/f

* APO1 - Accounts Payable Processing Event, Provided by Office of State Controller, $0.00
This class is for users of the North Carolina Accounting System (NCAS). Yeu must have a valid RACFID and NCAS Oparator ID befors registering for this class. Anyons ragistsrad vithout this information vill be vithdraun from the class vith notica to the approving supsrvisor. Policy ovarview, vandor processing, crestion of control
aroups, processing direct/ matching invoices and applying key matching concepts, processing invoice sxcaptions, obtaining signature varifications, convarting

* CARA Electronic Content Management Demo Video (ITS) vides, Provided by Information Technology (ITS), $0.00
This 20-minute web based vides demonstrates the functionality of CARA - a brovsar-based window interfacs that enables you to manage your documents vithin the Documentum rapository. CARA has raplaced WebTop, S===ss2sssssssssss USTRUCTIONS: To maximize the scresn, right click and sslact Zoam and Full Screan.
as Complate" until you have vatched the entire video.

> E-Procurement Event,
basic cou;

rovided by Administration, Dept. of,
hands on computer training in the use of the E-procurement System. Learn system navigation, create and approve requistions, purchse orders, receive goods, explore statevide term contract catalogs, create folders, save searches and other special features and benefits.

* FAO1 - Fixed Assets Event, Provided by Office of State Contraller, $0.00
This class is for users of the Horth Caralina Accounting System (NCAS). You must have a valid RACFID and NCAS Operatar 1D before registering for this class, Anyone registered without this information vill be vithdrawn from the class with notice to the approving supervisor. The Fixed Assets class focuses on entering, changing,
trans fo the fixed asset module. The dlass dees not provide training for fixed asset accountin

North Carolina Contract Administration and Monitoring Event,
a Contract Administration and Moniterin

ovided by Administration, Dept. of, $0.00
employees at state agencies, community calleges and universities who are responsible for the effective managemant of contracts. The content of this course includes the following topics: contract administration principles, terminology, roles and responsibilities

North Carolina Procurement Event. Provided by Administration, Degh. of. $0.00
arclina Procurement is designed for purchasing staff e state =gencies, community colleges, and universities who are governed by Article 3 of the North Carolina General Statutes. This course provides a comprehensive overview of the procurement process. The content of this course includes the following topics:
basic HEVErAIng of authority, sthics, acquisition methods, procurament planning, davelopin

* PCO1 - Procurement Card Event, Provided by Office of State Controller, $0.00
This class is far users of the Horth Carolina Accounting System (NCAS). You must have a valid RACFID and NCAS Oparator ID befors registering for this class. Anyons registered without this information will be withdrawn from the clsss vith notica ta the spproving supervisor. Pracess ovarview, accassing the P-card module, agancy
policy, adding cardh inquiry, creating invoices, processing grants/avards, and review suspense.

* SAS Training Materials, Provided by Information Technology (ITS), £0.00
SAS provides state-of-the-art tachnical training and p through

d e-Learning. This training is =d at improving your performanca and skills using SAS tachnology. Attached you will find instructions on accassing SAS =-Learning.
* VNO1 - Vendor Processing Event, Provided by Office of State Controller, $0.00
This dlass is for users of the Horth Carolina Accounting System (NCAS). You must have a valid RACFID and NCAS Operator ID before registering for this dass. Anyone registered without this information will be withdrawn from the class with notice to the approving supervisor. Policy and vendor overview, trade, employee and non-
ng.

trade vendors, E-pay and 1033 vendors, backup withholding vendors and factored vendars. Manual is located at: http://www.osc.nc.gov/sigdocs/sig_docs/sigTrai
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4. Click the “Request” button.

E-Procurement

Training Type: Event
Provider: Administration, Dept. of

Description: This basic course provides hands on computer training in the use of the E-procurement System. Learn system
navigation, create and approve requistions, purchse orders, receive goods, explore statewide term contract catalogs, create
folders, save searches and other special features and benefits.

Objectives: To gain the knowledge and skills necessary for electronic ordering of goods and services through E-Procurement.
Content Owner: DOA_P&C_TV
Current Version: 1-2014
Last Revision Date: 7/17/2014
Subject(s): Technical Training (job specific)

Training Contact: Anatolie Vinogradov TONY.VINOGRADOV@DOA.NC.GOV
{Tel) 919-807-4552
(Fax) 919-807-4508

Display: \‘: Available Sessions :, All Sessions 1-1of1 W

START LOCATOR TRAINING SEATS

DATE END DATE NUMBER HOURS START LOCATION AVAILABLE WAITLISTED DETAILS
9,:’1?/2!]14 9{1?}’2014 7 Hours 30 Wake Technical Community College Public Safety Campus Room 1407
9:00 AM 4:30 PM 51392 e .. ! 17 0 =]
EST EST Min = Administration, Dept. of

Page 4 of 8



5.Your course should appear with the status “Pending Approval” (your
supervisor must approve the course).

Active Completed Archived

% Add External Training -
[Title | [all Training v o
Title Type Due Date Status Options

2  E_Procurement (Starts 9/17/2014) Session None Pending Approval Withdraw

= :

% State Employees’ Handbook Genera Non Registered

Launch | Mark Complete
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6. After your supervisor reviews your training request an email response will
be sent to you notifying you of your registration status. (Example below)

Dear

»

***This is a Registration Confirmation. ***

You have been registered for the following classroom session. All approvals have
been obtained and you are in a registered status and on the active roster for this
class.

Log into the NC Learning Center and view your transcript to view the details and
manage your registration for this class.

If you can not attend, you must log in and withdraw from the class. If you do not
withdraw and do not attend, your status may be marked as a No Show.
Title: E-Procurement

Start Date: 9/17/2014

Start Time: 9:00 AM

Training Type: Session

Class Description: This basic course provides hands on computer training
in the use of the E-procurement System. Learn system navigation, create
and approve requistions, purchse orders, receive goods, explore statewide
term contract catalogs, create folders, save searches and other special
features and benefits.

Training Hours: 7 Hours 30 Min

Location: Administration, Dept. of > Wake Technical Community College Public
Safety Campus Room 1407

Vendor's Name: Administration, Dept. of
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7.To review your upcoming training, go back to the “Home” area and click on

“My Training and Transcript”.

wWelcome

Home Learning Leadership Training
(L V.
Hello

My Training
and Transcript

4

N,

&% 0rrice oF STATE HumAN Resources

.

»» View Our Leadership Programs

b.ll,/’ Microsoft Office Training

offered by the Office of ITS

@

»>» View Our Microsoft Courses
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8. The window will reflect your supervisors’ decision.

Active Completed Archived

¥ Add External Training

[Title | [All Training v
Title Type Due Date Status Options

f‘_‘ E-Procurement (Starts 9/17/2014) Session MNone Registered Withdraw

'a'* State Employees’ Handbook General Mone Registered Launch | Mark Complete
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